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504 User Guide for Submitting Applications 

 
Community Development Corporations (CDCs) can originate 504 loans using the Capital Access 
Financial System (CAFS) Electronic Lending Origination (ETRAN Origination) platform or an 
integrated vendor solution.  

What is CAFS? 
 
CAFS is a thin-client, web based application suite that encompasses functionality to support 
small businesses accessing capital. Key functionality that can be used by the 504 community 
includes:  

• Electronic Transaction (ETRAN) Origination provides loan approvals for 504 Debentures. 

• ETRAN Servicing provides full loan cycle servicing functionality which includes loan 
modifications. 

• Partner Information System (PIMS) tracks partner agreements. 

Who can use CAFS? 
 
CAFS is accessible by all CDCs who have a valid agreement on file with the SBA. 
 

Advantages of using CAFS 
 

• It saves time: Applications are received by SBA real time and can be saved. 
• It saves money: Completely eliminates mailing and copying expenses for loan 

applications. 
• It’s safe and secure: CAFS has a NIST Rev. 4 authority to operate (ATO) as a Federal 

system. NIST: https://nvd.nist.gov/800-53/Rev4/    
• Scalable: CAFS can be used to access all SBA loans for origination and servicing. 
• Web Service Integration for 3rd Party Vendors  

 
 
 
 
 
 

https://nvd.nist.gov/800-53/Rev4/
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Registering for CAFS 
 
The CDC has two options for loan application submission—CAFS ETRAN Origination web screens 
or an integrated vendor solution. Regardless of the option selected, the CDC must have a CAFS 
account for each person in the organization who submits 504 loans.  
 
Create an Account 
The instructions for creating an account are at 
https://caweb.sba.gov/cls/help/CAFS%20NEW%20ACCOUNT%2021%20November%202015FIN
AL.pdf  
 

You must know your location ID and Authorizing Official in order to create an account. The 

location id is different from your 5-digit CDC number and your FIRS number. If you do not know 

your CDC’s location ID, you can use the location ID lookup on the CAFS Creating a New SBA CLS 

Account or your SBA agreement.  
 
When you enter the location ID on the screen to create an account, there is a dropdown of the 
Authorizing Officials associated with the location ID. If there is not an Authorizing Official 
Authorizing Official associated with your location ID, you must set up an Authorizing Official 
using the instructions: 
https://caweb.sba.gov/cls/help/CAFS%20AO%2021%20November%202015FINAL.pdf  
 
Adding Roles 
 
The instructions for adding roles to your CAFS account are at: 
https://caweb.sba.gov/cls/help/CAFS%20ROLES%2021%20November%202015FINAL.pdf  
 
To originate loans, you must request access to the role ETRAN Origination Update. At Step 5, 
select both Electronic Lending – Originate ETRAN “Enter/Edit your SBA Loan Applications” and 
“View your SBA Loan Applications.” 
 
To submit requests to SLPC after loan approval (such as 327 requests, closing requests, 
environmental reports, and appraisal reports); you must request access to the role ETRAN 
Servicing Update. At Step 5, select both Electronic Lending - Servicing (ETRAN) “504, ALP & 
PCLP.”   
 
 
Additional Information about CAFS accounts 
 

• After 3 unsuccessful login attempts, your account will be locked. Please contact the 
customer service team to unlock your account. Users will be issued new passwords via 
email every 90 days 

• Accounts require a recertification every January/February and June/July.  
 

https://caweb.sba.gov/cls/help/CAFS%20NEW%20ACCOUNT%2021%20November%202015FINAL.pdf
https://caweb.sba.gov/cls/help/CAFS%20NEW%20ACCOUNT%2021%20November%202015FINAL.pdf
https://caweb.sba.gov/cls/help/CAFS%20AO%2021%20November%202015FINAL.pdf
https://caweb.sba.gov/cls/help/CAFS%20ROLES%2021%20November%202015FINAL.pdf
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Getting Started 
 
Before you can begin sending 504 electronic loan applications, you will need: 
 

• A CAFS user name and password; and 
• Access to ETRAN Origination. 

 
Specialized software:  If you are using a third party vendor, please contact the vendor for 
information on getting started.  
 
Ensure that you will be able to receive the various notifications from the SBA: Add the following 
email addresses to your safe list: 

• SLPCNotificationSystem@sba.gov 
• CLS@sba.gov 

 
Filter settings can vary. You may find that you do not need to do anything in order to receive 
ETRAN email notifications, but if you do not receive emails from us regarding your submission, 
your spam filter is the first place to check before contacting CLS@sba.gov.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  

mailto:SLPCNotificationSystem@sba.gov
mailto:CLS@sba.gov
mailto:CLS@sba.gov
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Submitting a Loan using CAFS ETRAN Origination Screens 
 
Pre-Application 
 

1. Pre-application requests can be submitted by starting a loan on the ETRAN Origination web 
screen at https://caweb.sba.gov. CDCs using a software package should contact their vendor for 
instructions on submitting pre-applications.  

2. The ETRAN 504 presentation that was performed in April 2017 can be found here: 
https://www.sba.gov/sites/default/files/504_Training.pdf. 

3. Select New Application at top of screen.  
Enter the information on the Lender Information screen. Press Save/Next.

 
 
 
 
 

https://caweb.sba.gov./
https://www.sba.gov/sites/default/files/504_Training.pdf
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4. Then at the top of the screen, select the Documents button. You are now on the Document 
Upload screen. 
 

 
5. Click on the Add files button.  
6. Upload the Franchise Agreement, Management Agreement and/ or Environmental Documents. 

Documents greater than 250MB must be separated multiple documents. The system doesn’t 
support uploads greater than 250MB. 

7. Note the ETRAN application number. Your Pre-App request and documents will be queued and 
sent to SLPC. You will receive a confirmation email from SLPC two hours after SLPC receives the 
files.  

8. To respond to a screened out Pre-App, please return to the ETRAN application and upload the 
screen out response (refer to Steps 4 – 6 above). 
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New Application Using CAFS ETRAN Origination 
 

1. If the loan package did not require a pre-application, start a new loan application in ETRAN 
Origination at https://caweb.sba.gov by selecting New Application at top of screen. Enter loan 
application data by following on-screen prompts and navigation tree on left side of screen.  

2. If there was a pre-application request, log into ETRAN Origination web screens, search for loan 
application number provided during the pre-application stage, and complete the application by 
following on-screen prompts and navigation tree on left side of screen. 

3. After all required data is input and validated, the ETRAN application status will change to AD 
(Awaiting Document).  

4. Select the Document Upload button at the top of the screen and upload all required application 
documents.      

5. After documents required by ETRAN are uploaded, the application status will change to R1 and 
the application will be sent to Sacramento Loan Processing Center (SLPC). Please note that 
ETRAN Origination requires the ASM document set. SLPC will validate non-ASM applications 
internally to ensure all required documentation was uploaded before accepting the application.   

6. Upon receipt of application by SLPC, the CDC will receive an automated email from 
SLPCNotificationsystem@sba.gov. This email will serve as acknowledgement of receipt by SLPC 
and identify the individual documents received by the SLPC within the last 2 hours. (See Exhibit 
#1 for a sample email)  This email will also reference a unique ETRAN Application Number.  The 
ETRAN Application Number is very important as it is unique to each Project and must be used 
for all future documentation and communication related to the application for that same 
Project.  

7. The loan request will enter the processing queue for review by an SBA loan officer.  
8. If the SBA loan officer determines that additional information, documentation, or explanation is 

necessary, SLPC will email a screen out request to the CDC. All CDC responses to these SBA loan 
officer requests must be sent via ETRAN document upload using the ETRAN Application number 
for that Project.  The SCREEN OUT CHECKLIST must be uploaded as its own document for the 
SBA system to log it back in for review. 

 
SLPC submissions after loan approval 
 
Document submissions to SLPC after loan approval (such as 327 requests, closing requests, 
environmental reports, and appraisal reports) can be sent through ETRAN Servicing document upload 
utilizing the SBA Loan Number for that Project.  
 

1. Log into CAFS 
2. Select ETRAN Servicing 
3. Enter SBA Loan Number and select Search 
4. Once you are on the loan screen, select Documents at top of screen.  
5. Click on the Add files button.  
6. Upload the document you wish to submit. Documents greater than 250MB must be separated 

into multiple documents. The system does not support uploads greater than 250MB. 
 

https://caweb.sba.gov/
mailto:SLPCNotificationsystem@sba.gov
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Below is a list of documents that should be submitted depending on if the CDC is submitting a pre-
application vs. an application.  Application document requirements vary depending on the type of CDC 
submitted the package and the type of loan. The CDC types are ASM or non-ASM and the loan types are 
new loan or refinance.   
 

 
 

What additional documents can be included in a 504 loan origination 
request? 

 
Fillable Point of Contact: CDCs can identify contacts to receive SLPC email notifications (i.e. Loan Officer 
Contact, Authorization contact, etc.) depending upon the status of the application/loan with the Point of 
Contact (POC.pdf) file. This file must be uploaded to ETRAN Origination with the loan application 
submission for CDCs to identify specific contacts. Otherwise, the default contact will be the person that 
submitted the application to ETRAN. The form can be found at: 
https://www.sba.gov/sites/default/files/POC.pdf.  Exhibit 3 is an example of what this fillable PDF form 
looks like. 

https://www.sba.gov/sites/default/files/POC.pdf
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Important Considerations 
 
A 504 loan application will not be reviewed by an SBA loan officer until the system verifies that 
all mandatory documents have been received.  CDCs are responsible for ensuring that all 
mandatory loan application documents are received by the SLPC.  For this reason, CDCs should 
pay careful attention to the ETRAN application status. 
 
The CDCs must continue to obtain a 912 clearance using current methods. If you have questions 
about the 912 process, please review SBA Notice 5000-1401.   
 
The CDCs must continue to obtain alien verification using current methods. If alien verification is 
required, it must be completed prior to the submission of the loan application.  The loan 
application must include the verification of status as well as all supporting documentation. 
 
Franchise, Management Agreements, and Environmental Report documents are the only 
documents that may be sent through ETRAN Origination or an integrated vendor solution for 
“pre-application” review.  Please see above for detailed instructions on submitting subsequent 
loan application using your submission method (i.e. web screens or vendor solution).  (See 
Exhibit #2 for a copy of the 504 Quick Start tip sheet summarizing the various submission types)  
 
It is important that documents are not submitted multiple times.  When submitting additional 
documentation related to a loan application, please be sure to submit only new or revised 
documents.   
 
SLPC will be accepting colored, grayscale, and black and white for all PDF documents submitted. 
Prior to submitting a document, please make sure that the document is less than 250MB and 
doesn’t contain any errors. 
 
If your application is screened out, you must submit the SCREEN OUT CHECKLIST as its own 
document in ETRAN for the SBA system to log it back in for review.  
 
If the application was declined at SLPC, any additional documents submitted to ETRANs and 
forwarded to SLPC will be considered as a new reconsideration. 
 
The CDC may not use “placeholder” documents when submitting loan files.  An example of a 
placeholder is a page that states “Appraisal Pending” or “Environmental Report has not yet 
been ordered.”  The automated system will treat these placeholders as though they are the 
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actual documents and the documents will show in the system as being received when, in fact, 
they were not.  
 
Do not send excessive documentation that is not necessary for a 504 review. (i.e. 1,200 pages 
of Cost Documents) 
 
Finally, one last tip as you transition to electronic submissions, do not send in hard copies “just 
in case” ETRAN has not received the electronic documents. No paper submissions of loan 
applications or supporting documentation will be processed. 
 

Customer Service 
 

• Phone Number: 888-HUG-CAFS (888-484-2237) 
• Email: CLS@sba.gov  
• Web contact: https://caweb.sba.gov/cls/dsp_contactus.cfm  

 
For questions on how to submit a package using the software of your choice, you must 
contact your vendor. 
 

mailto:CLS@sba.gov
https://caweb.sba.gov/cls/dsp_contactus.cfm
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Exhibit #1—Sample Email from SLPC 
 
Sample email from the SLPC computer confirming the individual documents received.   
 
This email, along with any error messages, will be sent to the contact type “Submission 
Confirmation/Receipt Notifications Contact” for the relevant Project. Just receiving this email 
does not guarantee everything is okay with your submission, you must read the email to see if 
there was a problem.  
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Exhibit #2—Quick Start Guide 
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Exhibit #3—Contact Information 
 
 

 



  

Page 15 of 15                                                  504 User Guide for Submitting Applications / ver. 1 / 
May 2017   

 


	What is CAFS?
	Who can use CAFS?
	Advantages of using CAFS
	Registering for CAFS
	Getting Started
	Submitting a Loan using CAFS ETRAN Origination Screens
	Important Considerations
	Customer Service
	Exhibit #1—Sample Email from SLPC
	Exhibit #2—Quick Start Guide
	Exhibit #3—Contact Information

